BOSTON DIGITAL BRIDGE FOUNDATION

Signing Up for an Email Account

CONNECTING PEQPLE WITH THEIR POTENTIAL

1. Sign up for a Web-based e-mail
account through Excite. To do
this, go to Excite's Web site at
http://www.excite.com.

2. Click on the Join now link.

3. A new window will open up.

4. You will need to complete
the information on the
next few screens in order
to get an email account.

5. You will also need to
choose a Login Name
(which will be the first
portion of your email
address) and a
Password. Be sure to
record this information.
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BOSTON DIGITAL BRIDGE FOUNDATION

Email Basics

CONNECTING PEOPLE WITH THEIR POTERTIAL

To access your Email account:

1. Go to your Email
provider’s Web site —
www.excite.com.
Many Web-based
Email providers (i.e.
Yahoo, Netaddress,
and Lycos) use a
similar format.

2. Click on the Sign In
link.

3. The sign-in screen

opens.
T

4. Type in your member

name and password. T

5. Click the sign in

3 My Excite - Microsolft Internet Explorer =] ]
J File Edit Wiew Favorites Tools Help ﬁ
J s=Back ~ = - @ 7t ‘ @Search [%] Favarites aHistnry | % =1 . @ & D

JAddress I@ hikkp: vy Excibe, comf J @Gu L|r|l<s B

Virginia Home Mortgage Payday | oans $100-$1000.

Great Rates, Local, Exper Senice, Free Owemight. Direct deposit is Hot required.
Quotes, Short On-Line Form! Low fee. Fast and Secure.

Great Rate Quotes com miycashnow.com

excite,

Mortgage Rates at ||
Hmonc Lows!
Se\ectloan
I

Join Now Sign In Personalize: Seftings = Cortent = Lavout = Colors & Themes = Signin - My Links: show  Lite = Email = Heln
Excite Meta-Search Submit Your St Today on Excite 723 345 ET

K Poll lg it warm in here?
Tip Today's Tidbits

* Research Your Mext Car

= Create Your Own YWeb Site
- Free Fitness Evaluation
- Mental Health Facts

PopSwatter® 100% cooL

& Web " Directory T Photos

My Scofes - My Teams, Sports hews
ather - US, World, Maps I
ovies - Top Box Office, Mews
TV - Listings, Ratings

Sign - Date Guide, Love Match
My Lottery - Lottery Results

Search |

2 Yellow Pages 22 White Pages & Classifieds

New Jobs Updated Daily!

My Stocks = %| Explore Excite
Mew Portfolio Stock Mews Shop Computers, Books, Air Tickets, Classifieds...
Symbol Price Change Connect Chat, Boards, White Pages, Personals...
DOy 9,266 51 -1808 Tools Small Biz, Yellow Pages, Jobs, Recipes, FM3...
MASDAD 173536 -4 6B . .
o . - Autos eBay® Investing You can have itall!
S&P 500 996 .52 218 a a
Careers Entertainment Lifestyle
Get Quotes: I GUl Casino Fashion News Govei
Matet Scrsaner  Find Symbal Eood & Drink Real Estate ‘WeightWatchers.corn i
. P Comtn
|@ ’_'_|' Inkernet v
Draw~ |3 | AgtoShapes = . a [ O Al e A=
Page 25 Sec 10 25140 AL 25" Ln ol 1 REC TRE EXT ovR B
igRstart H SERESHAY ”H yTeHD.,.| BThe ... ||@My -] P N e T e S 56 PM
- sign In. - Microsoft Internet Explorer _Of x|

J File Edit Wiew Favorites Tools Help
J s=Back ~ = - @ 7t ‘ @Search [%] Favarites aHistnry ||%- = - @ & D

JAddresS I@ hittp: ) fregistration excite, com/exciteregflogin. jsp

To use your personalized Excite home page, Excite email, Excite classifieds,
and/or Excite chat, you must either sign in or register as an Excite member.
Registration is 100% free and only takes a minute. You'll also get full access to
members-anly features on Excite. If you're already a member, please sign in.

Already an Excite Member? Join Excite for Free!

\ Member Name |

Password

Become a Member to get instant
access to free email, address book,
and a personalized home page.

Join Now!

button.

Standard mode | Secure mode

~ Skip sign in: Remerber my member
name and password on this computer

Having trouble signing in? Get help Return to the Excite Home Page

|@ ’_'_|' Inkernet
Draw = [3 | Autoshapes= ™. "w [ ] O 4[ £ e F A ERE.

B

Page 25 Sec 10 25040 Ab ol REC TRE ExT ovr [OF

il start H SERESHAY ”H yTeHD.,.| BThe ... ||@5|gn1 | R e 2 BB ssam

Page 3



- - ini
6' You can CIICk on Emall J File Edit ‘“iew Favorites Tools Help |

under my Iinks or SCFO” \i%-’ S ] i) | Qsearch [GeFavories & #History |%- =h 2 @ RP
down to the bottom of e =l & |Juis>
the page.

Hortgage Rates at || =
Historic_Lows!

Select Loan’ (ED)

Take advamaw at getsmart.com
| Choose State jl 30 year fixed j| O Poin

Hi Deborah! Personalize: Settings * Contert * Lavout = Colors & Themee * Sign Out - My Links: showe T Email * Help bin |
My Excite Excite Meta-Search Submit Your Site  Today on Excite 7128 &58 ET
My Money - My Partiala, Investing @ Weh C Directory ¢ Photos K Poll Js it warm in hers?

My Scores - My Teams, Sports Mews Tip Today's Tidbits

My Weather - US, Warld, Maps I Search » Research Your Mext Car

My Movies - Top Box Office, Mews = Create Vour Own WWeb Site

My TV - Listings, Ratings 2 Yellow Pages &2 White Pages &2 Classifieds = Discover at Matchmaker

My Sign - Date Guide, Love Match = Top Hotel Deals

You will be the center of -
attention,
Crystal Ball | Love Match
Email & Community =%
Email - Mo new messages
Chat - 1345 Current Chatters
Teens, 20ish, Love Match, 40ish
Boards - Post your opinion!
Relationships, Tech Help, Politics
7. You have successfully Speedbar - Dowrlssd How!
accessed your Emall Yellow Pages | White Pages | The Web
account and can read @ Yellow Pages | City State |Choose a State j Find
and send messages. & Wamna of business 1 Type of business
. ‘S"{' Make Excite Your Horme Pagel
8. Most Web Email
applications begin by
displaying the
messages currently
stored in your Inbox. ok
. . ernet Explorer Ol x
The Inbox IS a SpeCIaI | File Edit Wiew Favorites Tools  Help ‘
folder that StoreS the | Back ~ = - @ 72 | Qi search [l Favorites £ #History ‘ - S -EH@®ED
messages that others | Address [&] Hetp:jet. email.excite. comsplash. php?érdSi=baf2 1 1909b6234386714b191becD26ed | @eo Hunks »
have sent to you. 2l
Mail Addresses tghboston@excite.com sign out | feedback
T I Hi de + Check I &= Comp FieWhium Semvices | POP Accounts | Mail P |m|
0 access your mail, | Welcome Deborah, e
click on Check 5 Inb Inbox Mail { 1) - Bulk Mail IR 0 A
Messages or |nbOX. Getitnow- its FREE!
N A
*Note-your Email Mew : EVERYTHING! Click hare far the inside sconp! eXcite diet center
address |S dISp|ayed Inbox : Help us fight spam - click herel
to show that you are i _ _
. .
still logged into your o
Upgrade to Excite Email Gold! Get a larger account {up to
aCCOUnt 25ME), plus POP Access, Auto-Forwarding, and no banner ads.
Upgrade Now!
Order Premium Auto-Forwarding today - direct all your
incoming messages to the email account of your choice. Only
$9 95 o waarl =aa ﬂ
2] ,_,_" Internet v
ED@W'[}&“gtuihaDBS'\\I:IO 4‘2’,‘:‘&--5-2-_ eEBa.
Page 26 Sec 10 2640 At 5.5" Ln Col 4 REC TRK ExXT OWR 1B

Hstat||| IEE FES @ A D 7| Qee.] Bl [[Exa. [ RESE B2 HBh05 a:14 M

Page 4




To read new and old Email messages:

1. This is a list of the
messages in the Inbox.
In this example, there is
only one message in the

Inbox. This list tells you:

Q the email address of the

sender

O the subject of the email

O the date it was sent and

O the size of the message.

3. A new screen opens with
the message displayed,
detailing:

+ the date the message

was sent

¢ the sender of the
message

+ the subject of the
message

+ the text of the essage
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2. Toread a message in your
Inbox, click on the
message’s Subject line. In
this Email application, the
subject lines of new
messages appear bolded.
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4. To reply to the
message, click on
the Reply or Reply

[l Inhox Message List - Microsoft Internet Explorer
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When you open up the
message, you can see
an attachment box.

To view the document,

clickon Download —___ |

or double click
on the icon.

To write a new message:

1. Click on Compose
Message.

\

#§ Inbox Message Lis icrosoft Internet Explorer i [s] 53
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Inbox : Help us fight spam - click herel

Powered by
PEOPLE
LIKE YOU

,_’_|° Inkernet

B

-~ Draw - h|.\\gtushapes' N ow O 4l |&‘-i'$'E =B,

Page 30 Sec 10 a0/40 AL D9 Lo Col 1 REC TRK EXT oOWR L3

iﬁstart”] SREPESH A Y ”H B the Internet [ & JExcite Mail . [CRWI 30 Bk B DI DEAE  7issem

Page 7




2. A new message window
opens. Fillin the
appropriate boxes:

This Email service has a
Spell check feature to
check for errors.

3 Compose New Message - Microsoft Internet Explorer

J File Edit View Favortes Tools  Help

J &Back - = - (D a3 | Qi search (G Favorites  { AHistory ‘%v S @ ED
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Sendiny the Send || SaveDraft || Spelicheck || attach || close |
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¢ the Subject Of the B Bec: | \ Complete Addrass Book

message Subject: |Schnn\ Feport
Priority: lm ¥ Copy messade to sent folder
Attachments: None
¢ the text of the

message

A new screen

appears to tell you

that the message ~
has been sent.
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JIFDnt

= [eee | B @‘ B
R ¥ x bos|=
iy

\ -
|@ \ ,7’7" Inkernet 4
Drawe [3 |AgtoshapeS' o OO E A4l | &"I'é'E\E ERa.
Page 30 Sec 10 30740 At 4.5" Ln Cal 1 REC TRE EXT OWR \Q}
S| GRS HAD o

J B The Inkernet ---“@Eompose N\ ‘@g G B S

3. Click on the Send
button when you are
finished typing your
message and after
you have checked for
errors.
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BOSTON DIGITAL BRIDGE FOUNDATION

Viewing Sent Messaqges

CONNECTING PEQPLE WITH THEIR POTENTIAL

Most Email applications allow you to go back and read messages that you have sent

to others.

3 Excite Mail Home - Microsoft Internet Explorer

JFiIe Edit Wiew Favorites Tools  Help
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2= Hide Folders JC = Cormpose age
Welcome Deborah,

Click here to check your quota

Inbox Mail (0) - Bulk Mail (0 ) [ Cther Folders )

tghbostongde xcite.com sign out | feedback __|

Premium Senvices | POP Accounts | Mail P \Helgl

**) Smiley Central”

Download 200+ free email smileys!
Get it nowe - it's FREE!

Powered by
New : EVYERYTHING! Click here for the inside scoop! "_ OPLE
Inbox : Help us fight sparn - click herel LIKE YOU
=
& [ [ meemet v

“Draw+ [y | AutoShapes+ . Cw [] O 4[ o im

5.4 A-=S=2B@.

Page 32 Sec 11 241 AL 22' Lo ol 1 REC TRK EXT ovR (O3

Mstart| | S B ERT @ A D 2

a Sent Message List - Microsoft Internet Explorer - |E| 5[
J File Edit View Favorites Tools Help |

J daBack o= - (D ) ‘ Qlsearch [3Favories  {#History ||%v SwE@® &9

| address [&] mifolder_msglst.phpem=zeardsI=53asasoczaa0edudebo5a0Eb 7503 1 40a8Ar (S1=533586202300ed0dzb95a9eb 7503140 | @ Go |JLinks 2

email

Cluick Find hd Excite | Lite | Ernail | Help

Mail Addresses tghboston@excite.com sign out | feedhack

de Folders

ent (1 unread message)
1 message - Page 1 of 1 First | <Prev Mext> | Last _|

' Y0 Recipient Subject Date & Size
[" debboisgaol.com School Report Tue 07/292KB

-

Check All | Clear All First | <Prev Next= | Last

’7 ’7 |° Internet

My Folders edit

-

B

;= Compose Message Premium Serices | POP Accounts | Mail P | Helgl |

| Bthe trternet .| [ & Encite Mail .. |G L3 0B A o A dp i 8:25 FM

2. You are now in
your Sent mail
folder. This
folder stores all
the messages
you have sent to
others.

3. In this example,
| thereisonly one
message stored
in the Sent
folder.

4. To view the sent

—____ message, click
on the Subject

SDraw [y Adoshapest v W 1O E 4l D& - F-A - SEES B Al

of the message.

Page 32 Ser 11 22 A ALY In Col 1 REC TRK EXT OWR (O

@start”j EPERSH L&D > Eter. |[£)sent.. &) -0 |@QE@<§]-$@~Q@@QQ 8:27 BM
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BOSTON DIGITAL BRIDGE FOUNDATION

Deleting Messaqges

CONNECTING PEQPLE WITH THEIR POTERTIAL

To keep your Email folders organized and easy to access, it is helpful to know how to
delete messages you no longer need. Also, if you are using a Web-based Email service
(i.e. Excite), you are allowed a limited amount of storage space to keep old and new
messages.

/3 Inbox Message List - Microsoft Internet Explorer —1glxl

JF\Ie Edit  ¥iew Favorites Tools  Help |

J daBack » = - @D 7t ‘ (@lsearch (GFavorites £ #History ||%- SEHE® AP

| address @ mjfalder_msglst. php?m=0frdS1=5335663c2380ed0d2005 896675031 408, ArdST=5335369c2380edd2h 9529607503140 ¥ | (¥ Go HLmks »

Go to the folder that 5
contains the message el
you want to delete.

Addresses tghboston@lexcite.com sign out | feedback

== Hide Folders

Eremium Senices | EOP Accounts | Mail P | HeIEI

Inbox

Place a Check mark |n ) 2 messages - Page 1 of 1 First | =Prev Next> | Last
the box next to the petete | Block | Report as Spam MSEIeﬂaFnlder ;_Select an action |=[| Gol
Serider Sublect Date & Size
message you want to L @ I Dabboisigaol. com Email with Attachmant Mon 07/28 35KB
delete = v Ernail Team Weleorne To Excite Ermail Mon 07/28 3KB
I Delete I Block l Report as Spam Saleﬂ a Folder L_Selam an Action ;II GDI
C Check All | Clear Al First | <Prev Mext= | Last
3. Click on the Delete — :
button. W P
[ R . =l
|@ lililo Internet v
~ Draw = Q|Agt05hapes' o OO E 4l |&-,§vévEE SBea.
4. Your message iS no Page 32 Sec 10 32040 At 5.2" Ln <ol 1 REC TRK E=T oOwR OF

Ionger listed in the iffjstart “ SEPER W A || Hhenene . |[E]mbox Mess... | RE 3 i3 B By .45 PM
Inbox folder S

JF\Ie Edit Wiew Favorites Tools  Help |

J FBack » = ~ @ﬂﬂ' | (@lsearch [GalFavories £ History ||%- SEEH® D
5. When you delete a | acress [ bttt emal. xcice. camfFalder_msaist php?r=Lem=08s~18d=1irdS[=5335069c2380ed0cb 0506075031408 7| (G0 ||unks »
|Refresh|

message in Yahoo, it email oo I IR -, T
goes to the Trash [Cucerng 2l Excte | it | Emmail | Helo
fOIder- The TraSh How will school fit my life?

fOIder Works Iike the (.‘.‘-' The answersare a click away. | .
Recyc|e B|n |n i Connect with an admissions counselor, get your questions answered. CONTAET US TOBAY»» |

Windows -- both store Addresses tghboston@excite.com sign out | feedhack
ItemS you delete untll JC sage Eremium Seniges | EOF Accounts | hail B |m|
you empty the Trash Inbox
. R | message - Page 1 of 1 First | <Prev Mext= | Last _|
or ReCyCIe Bin. B AL | etcte [f Block | Report as spam IHMSelsﬂaFulder - -Selm:l an Action jl GDI
'=m Yo Sender Subject Date &  Size
H H H @ @ T Debbois@aol.com Email with Attachment Mon 07/28 35KEB
6' io VIIeIV‘\f, Ilt(jems Ilr_] iour : . I Delete I Block l Report as Spam SelaﬂaFnlder ;_Selal:l an Action jl GDI
ras_ olaer, click on My Folders _<dif oy \ | Cloar Al First | <Prey Next> | Last o
the Ilnk' |@ - lililc Internet v

- Draw = %‘Agtnshapas‘\ \DO‘R’.‘I@ &-.fvévEZ:.m'

Page 32 Sec 10 32/39 AL 97" Ln Col 1 REC TRK E=T ovR 0%

gstart “ SERERSHAS ”J B The Internet ... I@Inhnu Mess... \@E@(ﬂi—@@a@é@oﬁ 8:57 PM
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7. A new window will
open displaying all
the messages stored
in the Trash folder.

rash Message List - Microsoft Internet Explorer

J File Edit Vew Favorites Tools Help |

J GBack ~ = - at | Qsearch [ Favorites & #History ||%v SEHE® ED

| Address @ mifolder_msglist. php7m=3e:ArdsI=5335869c2 3808 d0d2b95a98b 75031 40agArdsI=533585923806d002b9559607503140a ¥ | @G0 |Junks >

Search

Excite | Lite | Emnail | Help

IQuick Find 'I

Student Loan Consolidation - If you have $10,000 or more in student loan debt, you
may qualify for the Federal Student Consolidation Loan. You can save 52% a month

8. To empty the Trash -

folder, click on

Empty Trash link.

9. The Trash
folder is now
empty.

and lower your interest rate to 2.25%. Click here for more information >

Addresses tghbostongexcite.com sign out | feedback

Premium Serices | FOP 5 | Mail P |He\g|

1 message - Page 1 of 1 First | <Prey Mext= | Last i

N vetete | reportasspam || Empty Trasn [T PRI seiect a Folder =

"= Y0 Subject Date & Size
@ [T Email Team Welcome To Excite Email Mon 07728 3KE

I Delete l Report as Spam l Empty Trash [\ VR H Select a Folder =

Check All | Clear All First | <Prev Mext= | Last LI

,7 ,7 |4 tnternet >

Sender

th raw v k|AgtuShapes‘\ W 1O d 2R > FA-= ERg.
e Page 33 Sec 10 33042 At 08" Ln Caol 1 REC TRE EXT OMR Qx
dhstant|[| S FE B E S A I &]rra.. | Eitre | )5ea | (@@ SR 2 DB sssem

Microsoft Internet Explorer |

Emptying Trash will permanently delete all messages in your Trash Folder and free up
storage space.
Are you sure you wank to continue?

> OF I

A message will appear
confirming that you want
to delete the message.
Click OK.

Cancel

3 Trash Message List - Microsoft Internet Explorer

JFi\e Edit  Wiew Favorktes Tools  Help ‘

J sHBack ~ = - @ 4 | @Search (3] Favorites @Histnry ||%v =1 | @ & @

| Address [&] der_msglist php?d=3am=3ardsI=5335559c2 3808d002b95 496h 7503 14DaBAISI=5 3358590 23806d0d2b95295b7503 1404 7 | (GO “Links =

Excite | Lite | Email | Help

et P

,v(,.. RENT DVDS ONLINE!

Mo Late Fees Free Shipping 14,500+ Titles

Addresses tyhbostong@excite.com sign out | feedback
¥ C e Premium Services | POP Accounts | Mail P |m|
Trash

First | <Prev Mext= | Last _|

[ IER OEl Select a Folder hd

! B ¥ ) Sender Subject & Date Size

0 messages - Page 1 of 1
I Delete l Report as Spam

l Empty Trash

Mo Messages

I Delete l Report as Spam l Empty Trash Move to:
Check All | Clear All First | <Prev MNext> | Last LI
& — . ’_ ’_|D Inkernet v
ED[aw' | Autoshapes * = «..( v é === E L m -
Page 33 Sec 10 33042 &t 0.8 Ln Col 1 REC TRE EXT oOWR O

Bstont]|| SE DS AL 7|[Erer Btre | Bre | Yoo, | [RUST G2 DBRG 100080
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BOSTON DIGITAL BRIDGE FOUNDATION

Sending Email Attachments

CONNECTING PEOPLE WITH THEIR POTENTIAL

An Email Attachment is a file (word processing document, spreadsheet, photo, video clip,
sound clip, etc.) that is attached-—think of it as paper clipped—to an Email message. Email
Attachments allow us to send work that we have already completed (such as a resume) to

others across great distances instantly.

a Compose New Message - Microsoft Internet Explorer _io il

JFl\e Edit  Wiew Favorites Tools  Help |

J dBack ~ = - (@ tat ‘ {Q5earch (GFavorites £ History ||%v =8 | ® 5D 1

| address [&] il excite comfcompuse. phpards=5335369:2380ed0d2b95296b 750314085 =5 335869023802 d0d20959607505 140 ¥ | (P60 “Llnks »

;I/

To attach a file
to a message,
click on the

Attach button.

tghbostongexcite.com sign out | feedback

Cl Compose e Qe Premium Services | POP Accounts | Mail P | Hel;

Sendl savebrart | spelicheek || attach || Ciose |

Separate your addresses with commas (.

Quick Address Book edit |

To: |BPS Teacher

Click here to setup your
address book!

Cc: I
Bec: I Complete Address Book
it Subject: |HDmeworkAssignment

Priority: Inu priotity =] Capy message to sent folder
Attachments: None

Power Editor Format | Switch To Plain Yersion

[ Fent A== B e 0 7 ul|ls @ g
| & @i—ﬂaﬁ @,H; = ;‘g E‘E =
=
[ e nternet 4
SDraw 3 ‘AQtDShEDES' o OO E 4l - IS-A-S=F8Ba@ .
Page 33 Sec 10 340 At 29' In  Coll  REC TRK ExT ovR (X
Hlistart “ SEMESY ALY 7[Ecm. Btel. | @he .. | @8 S5 i B @iyl 9:11 PM

loix
J File Edit Vew Favortes Tools Help ‘
J sHBack » = - @ #at | @Search (5] Favaorites QBsttDry ‘%v =2 E @ & D
2. Next you must s ele ct | Address [&] http:/jet email.oxcite. comfcompose _sttachments.php =] e |JLmks »
. 9
=
the file you want to .

. Addresses tghboston@excite.com sign out | feedback
attaCh~ CIICk On the ' Ch = Campos e Premium Services | POP Accounts | Mail P |m|
Browse button to — Attachments
locate the file. You
can attach up to three Lo Aach Hew Files

1) Click "BErmmrealin [ocate the fil ter.
files or a tofal of 1.5 e e e ey et
megabytes' 3) Click "Return to your Message” 1 iwsawgr repeat these steps to attach more files
Find File: [ _Browse. | |
Find File: | _Browse. |
Find File: [ B, |
Attach Files I Return to your Message |
=
|&] pone [ [ meemet v
- Draw = [}|Agt05hapes' w00 E 4l |&v.fvév§ﬁ =E0a.
Page 33 Sec 10 33040 Ak 29" Ln Col 1 REC TRE ExT ovR O
Boton[| EE P @A A D | |[Eaer. Biter. [ @er | RUSE SAHBLQEH  sem
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/3 Attachments - Microsoft Internet Explorer

JFi\e Edit ‘Wiew Favorites Tools  Help

| Bk - = - D | @search GFavorites (HHistory | By Shomd @ E2D

J Address I@ http:ffet.email . excite, comfcompose_attachments.php

JRT=IE
=

| @ ||unks »

A dialog box

opens—it looks T
Vel'y Similar tO the Look in: I@ janelle j = EF v feedhack
Open dlalog bOX ln Janelle SAT Registration Web Ticket_files ?analytica"ongfellow nees | Help
. 105-37 #] AP _Maidencane
Microsoft Word. 8 105-a7 ) aqueducts
12 fingered @arches of the Agqua Alexandrina
4 3069 W bass
Choose the location A7 cblics )bt
4 7hirdzb B BIELIOGRAPHY
of the file you want - %accalcl b\o 2 part 1
. #] Achilles_Tendinits | bio cd2 part 2
to attach (either on Yadl e
the hard drive or the o lsb |
floppy drive) | 5 -
File name: bio lab 1-2 - Open I
——
Files of type [0 Fiess ] | Cancel |
Select the file you 2
Want to attach. Attach Files | Return to your Message | _I
£ Tore [ |8 mternet Vi
Click Open. e MW\ N\OOBEd I E - d-A-==2 B a.
/F‘&y@ﬂ/sec 10 34141 At 0.8" Ln Caol 1 REC TRK ExT ovr (O3
Click on the Attach ~ #start||| I FE B @55 @ & & *||[Elatec. Bter. [ Ehel. | [RUSE B2 HIHDT  satpw
Files button.
i

JFlIa Edit Wiew Favorites Tools Help |

J &Back - = - (D ot | Qysearch [GgFavorites ¢ HHistory ||%v SEE® 2@

Jnddress I@ http: /e email excite, comfcompose_attachments.php

= @a | |unks >

tghboston@excite.com sign out | feedback =

Addresses

Premium Senices | FOP Accounts | Mail P |He|g|

Attachments
Currently Attached Files

Usage: 1 of 3

8. Youir file is now attached
to the Email message.
When the message is
received, the recipient
can download the

Filename Size (Bytes) Action
bio lab 1-2.doc 22016

Total Size Attached: 22016 Bytes (0.02MB )

Hemaove

Return to your Message I

Attach Files

attachment to his or her
computer and then open
the file.

To Attach New Files

1) Click "Browse" to locate the file on your computer
2) Click "Attach Files" to attach file to your message
3) Click "Return to your Message" if done, or repeat these steps to attach more files

[l
l_l_lo Internet %
e [y [shopes- N N OBl d-4-A-=S==204d.
Page 3¢ Sec 1o ML A in ol REC TRK ExT ovR LK
st | A FE B ES W & D [, Eter. | Eter. | [RESL 22 HBNDE 9:24 M
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BOSTON DIGITAL BRIDGE FOUNDATION

Using the Address Book

CONNECTING PEOPLE WITH THEIR POTERTIAL

The Address Book is an Email feature that allows you to store the Email addresses of the people
you send messages to. It saves time, keeps you organized, and limits mistakes made when typing
in Email addresses. lItis a digital version of an address book you might use to store the addresses

and phone numbers of people you know.

To add people to your Address Book:

1. To access the
Address Book,
click on the
Addresses link.

—

tghboston@excite.com sign out | feedback

Eremium Services | POF ounts | Mail P |He|g|

1 message - Page 1 of 1 First | <Prev Mext> | Last _|

I Delete l Block I Report as Spam Select a Folder ;_Select an Action

J File Edit ‘Wiew Favorites  Tools  Help |

| wBak - = - D ot | @search [GaFavortes (HHistory | B S i ®ED

J Address I@ mail. excite.comfabook. php?ArdSI=5335869c2380ed0d2b95596b 75031 40584 dS[=5335869c 2350ed0d2b35a96b 7503 1404 j @GD |JL|nks »

Excite allows you to
choose a variety of
options for adding people
to the Address Book.

EARN YOUR ADVANCED DEGREE)‘

tghbhostong@excite.com sign out | feedback

e Folr [ Premium Services | POF ts | Mail P IHeIQI

Compose Message | Hew List I Import / Export |

(ANABCDEEGHIJKLMNOPQRSTUYWRY Z) | Searchl —

To Cc Bceo Last Mame Eirst Name Email Hickname View: [All 'I

2. To add a new person
to your book, click on
the New Contact __—
button.

Sorry, there are no contacts to be listed.

Edit Quick Address Book | Edit Layout | Delete Multiple Addresses J

|&] l_l_lb Internet 4
ED[&W' % AutoShapes ~ \I:IO4[ e in & &)v.fvévEEE%i .
Page 36  Sec 10 3642 At 81" Ln cd 8 REC TRK EXT OvR 13K

|[1a0d.. Bithe .| Bthe .| 2 5es. | [RW B4 ol2 DD 000w

dhstart[ | SIFE P EFS AR D >
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3 Type in the JFi\e Edit ‘iew Favortes Tools  Help

3 Address Book - Microsoft Internet Explorer =101 x|

J &Back - = - (D a3 | Qi search (G Favorites  { AHistory ‘%v S @ ED

information that you

Jnddress Ia http:)fes . email. excite, comfabook. php?a=0&w=08ArdS[=5335869c 2380ed0d2b 9529607503 1404 j PGU |JLinks £

want stored.

Addresses

Be sure to fill in

tghhoston@excite.com sign out | feedback LI

Premium Senvices | POP Accounts | Mail P Iﬂgl

= In Name
Micki
¢ the Name of the —_— Whatt hits |
person First
Middle
Last
and Categary Mone -
Email Address
Persanal |
. . K Waork
e their email address. — | o !
Other |
e T =
|@ Done ,7’7" Inkernet 4
Drawe [3 |AgtoshapeS' o OO E A4l | H-J-A-SEEBE.
Page 37 Sec 10 3714z At 0.8" Ln Col 1 REC TRK EAT OWR Q}

Hstant||| I B S ALY ”

|[&add... Ethe .| Bjhe .| B)5ea.. | [REG B2 HSBE wazmm

Excite has a great feature known as Nickname. A nickname is a shortcut to a person's

email address. If you enter someone's email address, and you enter a

shorter name for

that person in the Nickname section, you can use the nickname associated with that

person to send email.

For example, you can enter "Joe" as the nickname for josephsmith@anywhere.com. Then,
when you are composing an email with Excite Mail, you don't have to enter in the entire

email address. Just enter the name "joe" and the email will be sent.

T=
J ile Edit Wiew Faworites Tools Help |
J R | at | Qisearch [Favorites & AHistory | - S @ ED
JAddress I@ http: fied. email excite, comfabook, php?a=0fw=08ArdSI=5335869c2380ed0d2b95a96b 75031 40a j @Go |JLinks >
[
Addresses tyhboston@excite.com sign out | feedback
+Ch 5 C aSsane Premium ices | POP Accounts | Mail P |m|

New Contact

Save

4. After you have
entered the
information for the
new person in
each box, click on
Save Contact to
complete the entry.

Name

et [oen

First |Deb0rah

Middle |

Last |Eloisver1

Category Im

Email Address

Personal |dehhois@aol o

Wyark |

Other | =
|&] bore ’_’_|° Internet v
“Draw [ |Agt05hapes' o w DO‘Q:: &I A== E.ev
Page 37 Sec 10 37041 Ak Ln Col REC TRE EXT OWR Q}

dstart||| 53 R 2 @€ FS @

&9 >

|[&1add... Ethe .| Bite .| Wsea..| [RYBY B2 LB 1034 P
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Once you have addresses stored in your Address book, you can insert an address into a new

Email message.

To insert an address from the Address book into a new message:

1. Open up the
Compose

ompose New Messag

crosoft Internet Explorer

JF\Ie Edit  Wiew Faworites Tools  Help

J GBack - = - D tat | Qhsearch [ilFavorites  CHistory ||%- SEHE®LED

JAddress I@ il.excite. com/campase. php? ArdSI=5335869c2360ed0d2b 95 96b 7503 1 40akAr dS1=5335669c 2380ed0d2b 9529607505 1 40a j @GD H Links *

window.

2. Click on the
Nickname or
Complete
Address Book.

3. Deborah's Email
address now

appears in the To:

line.

You can now finish
typing the message. ~

Don't forget to click

Send to mail it!!

Addresses tghboston@excite.com sign out | feedback d
v Ch s e Compose Premium Services | POP | Mail P |m|
Compose send || savenrant || spencheck || attacn || close |
|u.i ; Deb
o I Complete Address Book
Bece: |
Subject: |

Priority: [no priority x| ¥ Copy message to sent folder
Attachments: None

Power Editor Format | Switch To Plain Version

| & @as@

JlFont

J@@&ng\

B I U

a Compose New Message - Microsoft Internet Explorer

]3]
J File Edit Wiew Favarites Tools Help ‘
J GuBack - = - (@ #t ‘ Qysearch [l Favorkes <4 Hiskory ||%v SmEEe 5P
Jnddress I@ il.excite .comfcompose. php? ArdS1=5335869c2360ed0d2b95a96b 75031 40adArdS1=5335869C2 380ed0d2b 95296075035 1 405 j 6>GD HLII’\kS B
Addresses tyhboston@excite.com sign out | feedback =
Cl = Compose e Fremium Semices | FOP Accounts | Mail P |m|
m compose ﬂl Save Draft | Spell Check | Attach | Close |
Separate your addresseswith commas () Quick Address Book edit |
To: Idebbois@aol.com Deh
Cc: I Lomplete Address Book
Bee: I
Subject: |
Priority: |n0 priority | *| ¥ Copy message 1o sent folder
Attachments: None
Power Editor Format | Switch To Plain Yersion
| TFore B I U |[& @& 4
é@,‘}}“aﬂﬂ,“%%z == s
=l
|&] ’_,_|° Internet v
EDraw'[%‘AumShapes'\\DO o RE S-F-A-=S=ZEE80 0.
Page 36 Sec 10 3g4z AL 08" Lo Col 1 REC TRE ExT ovr %
Ao | SE PSR AD [Br. Bive.| e | Q5o | RESEBAHBRD 1021
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